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O]j‘ice Memorandum . vxitep sTATES GOVERNMENT

TO : Chief, Plans and Policy Staff DATE: 3 January 1956

FROM : Chief, Basic School

SUBJECT: Weekly Activities Report #1
27 December 1955 = 3 Jamuery 1956

1., SIGNIFICANT ITEMS - None,

2. OTHER ACTIVITIES

a, Baslec Orientation

(1) Arrangements have been completed for Basic Orientation _
#25 which begins on 9 January. | | will review all 25X1
training aids used during this course and will meke recommendations
for improvement alds or suggest new methods of graphic presentation.

(2) The staff of BOC will meet with ! of A&E on 25X1
o8

5 Janmuery to discuss problems concerned wi in the
Communism phase of the course.

(3) | |spoke at the Foreign Service Institute

Cierical Induction Training is operating under a curtalled
schedule due to the small mumber of ECOD's; only shorthand and
typing courses are being offered this week,

§§%:I g on Tuesday, 3 January.
] ‘
é #g b, Orientation and Briefing
ek
18 = i e 411 arrangements have been made for the Dependents! Briefing
QA8 28 Program w;xich will be conducted on 9 and 10 Jamuary, [ | 25X1
Zom & C/NEA, will present the Bon Voyage statement,
25X1 g%’: o 5 [ 1] ’ P oyag
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d. Management Training

(1) With the addition of an extra presentation of Basic
Supervision in January, three presentations of the course are now
scheduled end-to-end, commencing 9 Jamuary and running through 17
February. The course maximm of 18 students is enrolled for all

three sessions, and there ig pressure from some offices (notably
0/C) for additional slots.
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(2) Following consultation with [ | 0/P, satisfactory
arrangements have been made for OTR to conduct, as a staff service
to the Office of Persomnel, & series of seven meetings to acquaint
key administrative and persomnel officers with the new Fitness
Report. Kits have been prepared by | | office with one
day's assistance from| | Management Training secretary.

(3) Top priority is now being given to the revision of an
annotated bibliography used in conjunction with Basic Management.,
It is glven to students at the cloge of each course and 1s regarded
as an effective means of providing additional information to the
Agency's middle managers and of sustaining thelr interest in good
management,

e, Administrative Training

[ lattended & seminar given by |to review
and discuss the new fitness report. - ,

f, Personnel Notes

(1) ] of the BOC staff
attended the American Hstorical Associlation Convention on 28 -« 30
December 1955.

(2) | wes absent due to his wife's illness
28 Decembel -

(3) | : |_an instructor in Clerical Refresher
Training, was married td | on 18 December.
~
Enclosures:
5 reports
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